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Online Hiring Center  
Introduction 
The Online Hiring Center (OHC) engages hiring department staff, subject matter experts and approval 
groups in the recruitment and selection process. The intuitive design of the OHC includes a central 
dashboard of pertinent tasks and many other great features. This guide will give you a complete 
overview—based on user role—from creating a requisition to approving a newly-hired candidate.  

 

OHC Dashboard 
After signing into the OHC your dashboard displays. This is a centralized place of items requiring your 
attention. In the OHC world, these are your assigned tasks, referred candidates and associated 
requisitions. 

Whenever you need to return back to the dashboard, click Dashboard, from the upper left. 
 

 

My Tasks 

In the My Tasks section, you can have four types of tasks pending your review: 

1. Requisition Approval 
2. SME Review 
3. Interview Rating 
4. Hire Approval 

The default view displays all tasks pending your review. Click one of the color-coded tabs to view a 
specific task type. 
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To view all tasks, including completed ones, click VIEW ALL. 

 

My Candidates 

In the My Candidates section, referred lists will display for which you are an assigned hiring manager. 
 

 

My Requisitions 

In the My Requisitions section, four types of requisitions associated with you will display: 

• Draft – Requisitions you have created and saved, but haven’t yet submitted. 
• In Progress – Requisitions you have submitted and are in progress of being approved. 
• Approved – Requisitions you have submitted and have be approved by all groups. 
• Open – Requisitions you have submitted and have been opened by HR for recruiting. 

The default view displays all draft, in progress and approved requisitions associated with you. Click one 
of the color-coded tabs to view a specific requisition type. 

 

 

To view all requisitions, including filled and cancelled ones, click VIEW ALL. 
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Create a Requisition 
When a hiring department has an open position, they’ll submit a requisition as a request to fill the 
vacancy. 

Below are two navigation paths to start up the process of creating a requisition. Use the path that feels 
most natural to you. 

Required OHC role: With the OHC role of Originator or HR Liaison, you can create a requisition. 
 

Navigation Path 1 

On the Add New menu [+], click Requisition. This can be done from any page. 
 

 

Navigation Path 2 

On the Jobs menu, click Requisitions. 
 

Then click Add. 
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Steps to Create a Requisition 

1. The first of three requisition form pages will display. 
 

 
2. Complete the requisition form page. 
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3. Have you selected the correct class spec? There’s a way you can check! From the Class Spec 

field, click the selected job title to have a closer look. If you’d prefer printing the class spec, 
simply click Print. After your review, click Close. 

 

 

4. Once you’ve completed the form, click Save & Continue to Next Step. 
 

5. The State does not currently use approval workflows. Click Save & Continue to Next Step. 
 

6. Drag any file attachments to the third requisition form page and click Save & Submit. 
 

 
Note: If you’re not quite ready to submit the requisition, click Save & Close. The requisition will 

display on your dashboard page in the My Requisitions section as a draft. 
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Delete a Requisition 
Did you make a mistake by creating a requisition that is not needed? If so, no worries! You can delete 
the requisition if it has a status of Draft or In Progress. 

 
Required OHC role: With the OHC role of Originator or HR Liaison, you can delete a requisition. 

 
Steps to Delete a Requisition 

1. On the Jobs menu, click Requisitions. 
 

 
2. Click the requisition to be deleted. 

 

3. Click Delete Req and click OK to confirm deleting the requisition. 
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Cancel a Requisition 
For various reasons, you may need to simply cancel a requisition and not continue with the recruitment 
process. The OHC provides the option to cancel a requisition, even after it has been approved. 

 
Required OHC role: With the OHC role of Originator or HR Liaison, you can cancel a requisition. 

 
Steps to Cancel a Requisition 

1. On the Jobs menu, click Requisitions. 
 

 
2. Click the requisition to be cancelled. 

 

3. Click Cancel Req and click OK to confirm cancelling the requisition. 
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Reassign Requisitions 
Perhaps you’re taking some time away from the office or you’ve been promoted to a new position. 
Whatever the circumstance, you can reassign one or more requisitions to another team member. The 
requisition(s) will display in the new owner’s My Task section. 

 
Required OHC role and permission: With the OHC role of Originator, HR Liaison or Hiring Manager, and 

the Update Owner permission selected (Insight navigation: Admin > 
Configuration Settings > Security Roles – OHC), you can reassign one 
or multiple requisitions to a different owner within your assigned 
department(s)/division(s). 

 

Steps to Reassign Requisitions 

1. On the Jobs menu, click Requisitions. 
 

 

2. Select the requisition(s) requiring reassignment to a different owner. If you’ve selected multiple 
requisitions, be sure the current owner is the same for all selections; the OHC allows 
reassignments, one owner at a time. On the Actions menu, click Update Owner. 
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3. On the New Owner pulldown, click the new owner’s name. 

 

 
4. Once you’re done, click Save and then click Yes, Update. 
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Create the Recruiting File 
 

 After submitting the requisition, a recruiting file needs to be created in Insight. 
 

Steps to Create a Recruiting File 
1. If you are not already in Insight, click on the carrot drop down menu next to OHC in the top 

left of your screen and select Insight.  

 
2. Go to your My HR page and view the Requisitions section. 

 

3. From the Exam column, click Create Exam (this is not related to the exam the applicant will complete, 
this is determining the type of opening, i.e. Open competitive, promotional, etc.). 

 

 

4. The Recruiting File form will display. 
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5. Complete the form using the table below. 

* Required 
 

Field What to Enter 
* Class Spec Pre-populates with the class spec specified in the requisition. 
* Job Title Pre-populates with the working job title specified in the requisition. 
Exam Number Pre-populates with the same number assigned to the requisition. 
Vacancies Pre-populates with the same number designated in the requisition. 
* Exam Type Select the exam type from the pulldown. This is a NEOGOV-specific 
  listing and the selections cannot be modified.  
* Job Type Select the job type from the pulldown.  

                                                                                                                       
* Department Pre-populates with the department specified in the requisition. 
Division  Please contact your DHR consultant to add divisions for your agency (only 

necessary if agency uses different workflow groups.) 
                                                                                                                                      
Auto-Refer to Hiring Manager Leave the default value of No as you will be evaluating candidates 

using a series of evaluation steps in upcoming training modules. 
Note: If set to Yes, candidates will be immediately referred to the 

  hiring manager(s) designated on the associated requisition.  
Job Line This field is for tracking purposes only. If your organization uses a job 

line (i.e., a telephone audio recording of open jobs) then select 
  whether or not this job is on the job line.  
Print Bulletins This field is for tracking purposes only. Select whether or not you’re 
  printing job bulletins.  
Number of Bulletins This field is for tracking purposes only. If you’re printing job bulletins 
  you track the number and whether or not they are fold-out.  
Comments Enter any additional information about the Recruiting File in this field. 

 
 

6. Once you’re done, click Save.


